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General Information

O
Q%GEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Creating an Interpreter Invoice

An invoice is created for interpreter services for processing in GEARS.

GEARS Navigation

Main Menu > AOC Self Service > Interpreters &
Jurors

T

Favorites | Main Menu > AOC Self Service > Interpreters & Jurors

1.0 Process

This document is intended to provide a quick reference to entering a Self-Service Interpreter Invoice in GEARS.

STEP ACTION DETAILS
1. AOC Self-Service Invoices | AOC Self-Service Invoices
On the Inveice Actions Invoice Actions
page, click the “Create Interpreter
Invoice” link. ] ]

J J

Create Interpreter Invoice Create Juror Invoice View Invoices
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2 Interpreter Invoice
* | The page

displays three sections of fields to
be completed to generate the
Interpreter Invoice (Payee
Information, Invoice Header
Information, and Invoice Line
Information).

Interpreter Invoice

Payee Information

*TIN | SSH: | Q. [[Juse 'INTERPRET' Vendor

Name 2 |

ShortVendorName:| |

Name 1: |

Address Lme1:‘ ‘

Address Line 2:| ‘
Address Line 3:| |

County: ‘ |
PostalCode:] | Country:

Email ID: |

Invoice Header Information

*Invoice Date: [ Buyer: Administrative Office of Court

City:| | state:| |

*Invoice ID: |
*Court Location: QL Regquester: danyelle reid
Invoice Payment Terms:  NETO0
Comments: L

Total Amount: 0.00

Invoice Line Information @

rst K1 4202 O Last

Personalize | Find | View All| E |

.f_’;';"“ Description *Quantity UOM  Unit Price Merchandise Amt
1[INT-COMPO1 @ Court Certified Interpreter 10000 EA 55.00000 55.00 [# [=]
2[INTEXPOD @ Interpreter Expenses - Other C 1.0000 EA # =]
Save & Submit Save for Later Aftachments
Return Worklist

3. NOTE: If the Payee is already set up
as a Vendor in the system, follow
the steps for 3a to populate the
Payee Information. If the Payee
has not been set up as a Vendor in
the system, proceed to step 3c.

Payee Information  ~minsssn:| @ [[use INTERPRET Vendor

Name 2| |

Short Vendor Name:l:l

Name 1: | |

Address Line 1: |

Address Line 2:| |
Address Line 3:| |

County: | |
Postal Code: I:I Country:

Email ID: |

City: | | State: | |

If the Payee is already set up as a
Vendor in the system, enter the

3a.

TIN/SSN or by searching
the Look Up TIN/SSN search.

using

NOTE: The TIN or SSN must be 9
digits.

Payee Information

? Help

Look Up TIN/SEN

Taxpayer ldentification Number: begins with - | 123456789

Look Up Clear Cancel Basic Lookup

Search Results
View 100 First [4] 1of1 [3] Last

Taxpayer ldentification Number
} 89
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3b. The Payee’s information (name, Name 1:[PEOPLES COURT INTERPRETING SVS Name 2:
address, Vendor ID) will auto- Address Line 1:[1234 ANY STREET
populate. Address Line 2: Short Vendor Name: |PEOPLESINT-001
Address Line 3:
NOTE: The name and address fields County:
cannot be edited as thiS City: | ANY CITY State: | MD Postal Code:| 21403-1234 Country:
information is populated by what is Email ID:

on the Vendor table in the system.

3C. If the Payee is NOT already set up Payee Information I’TIN 15Sh: I I Use 'INTERPRET" VErldmI
as a Vendor in the system, click the Name 1: Name 2:
Use “INTERPRET” Vendor praress et
checkbox' The *TIN/SSN AND Address Line 2 Short Vendor Name:
Vendor ID fields will auto-populate Mdmsc:z:t::
with ‘INTERPRET’. City: State: Postal Code: Country:
NOTE: Leave the Payee Information e
blank. The Department of Budget
and Finance (DBF) or District Court
Headquarters (DCHQ) will update
the Payee Information after the
Voucher Build, once the vendor has
been added to the system.
4. Enter the Invoice Header
Information in the [Finvoice D: [C30815141015 | |"invoice Date:  [0815/2014 5] |Buyer: Administrative Office of Court
section. |*Court Location: [C52-COMM |, Anne Arundel Cnity District Ct | Requester: danvelle.reid
Invoice Payment Terms: NET0O0
NOTE: Invoice IDs should be Comments: Total Amount: 0.00 K

unique, and should only be
used/paid once. If you enter a

duplicate invoice, you will receive a @

warning when saving the invoice. ] . .
Invoice ID — the format should be (1) First and Last Initial of the Vendor/Payee, (2)

Assignment Date (MMDDYY), (3) Start Time in hours/minutes (HHMM), and (4) CC
for Circuit Court, if applicable. XXMMDDYYHHMM for all court locations other than
Circuit Court or XXMMDDYYHHMMCC for Circuit Court.

Invoice Date — invoice date as it appears on the invoice.

Court Location — court where the services were performed.
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5 Enter the Invoice Line Information

in the !

section.

i L LA

Expense Merchandise Amt

Type
1|INT-COMPO1 | Q_  Court Certified Interpreter

Description *Quantity UOM  Unit Price

10000 EA 55.00/[#]|[=]
1.0000 EA =

55.00000

2|INT-EXF0D Q, |Interpreter Expenses - Other C

@ To enter the line information for an Interpreter Invoice, please enter the
amount of hours that the Interpreter has logged into the Quantity field on line 1
(Expense/Interpreter Type: INT-COMPO1).

Please note: The system defaults to Court Certified Interpreter (INT-COMPO01), if you
need to change the type of Interpreter (e.g. to Eligible Interpreter) please click the

magnifying glass next to Expense Type to select the appropriate
Expense/Interpreter type (INT-COMPO02, INT-COMPO3, INT-COMPO04).

If there are additional expenses that were incurred, please enter these in the unit
price field on line 2 (Expense Type: INT-EXP0O). If there are no additional expenses
you may delete line number 2 by clicking the minus sign button [=] that exists on the
line at the very far right. You will receive a confirmation notice checking if you are
certain you would like to delete the line, click OK to confirm or Cancel to prevent the
line from being deleted.

If there are any additional lines required on the invoice, click on the and repeat
the above steps.

NOTE: Invoice Lines cannot be saved with $0.00 in the Amount Field. You must
either populate the amount or quantity, or delete the line before saving and
submitting the Invoice for approval. The following system message will appear if
there is no amount populated.

I il e STt ek e [ AT

| T Telt @mecund For ol ieeTéce Bne s maus! be = o0 Delons a0 Ikerpe eler Imecdor Can S6 Selmiad A appd oval

T

L e T
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Add Attachments. Click the
| Atachments

6.

| button.

@ Invoices may not be

submitted without an attachment.

Interpreter Invoice

Payee Information

“TINI SSH: | 123456789 O Use 'INTERPRET' Vendor

Name11‘F‘EOF‘LES COURT INTERPRETING SVS |

Hame 2:| |

Address Line 1:|1234 ANY STREET ‘ Vendor ID: | 0000001234
‘ Short Vendor Name: | PEOPLESINT-001

Address Line 2:|

Address Line 3:|

|
Colmly:l |
City: [ ANY CITY | state:[MD |  PostalCode:[21403-1234 | Country:[UsA|
Email ID:

Invoice Header Information

“Invoice ID: [C50815141015

*Invoice Date: ’m@ Buyer: Administrative Office of Court
*Court Location: IWQ Anne Arundel Cnty District Ct Requester: danyelle.reid
Invoice Payment Terms:  NET00
Comments: L3
Total Amount: 0.00
Invoice Line Information @€
Personalize | Find | \/ 12012 I Last
1'::’;:"“ Description *Quantity UOM  Unit Price Merchandise Amt
1INT-COMPO1 | @, (Court Certified Interpreter [ 10000 EA 55.00000 55.00 [# =
2 ’m Q) Interpreter Expenses - Other C 1.0000 EA I— E|

| Save & Submit Save for Later

— e,
—————

The Self Service Invoice Attachment

Self Service Invoice Attachment

be attached.

page displays.
Business Unit MDJUD Voucher ID
Personaiize | Find | First K1 1071 D Last
File Name Description User Name Date/Time Stamp
View =
Adding large attachments can take some time ta upload, therefore, itis advisable to save the
transaction before adding large attachments.
; | Add Attachment |
8 Click the ! button.
L]
9. | Click LE0OWSE....] to add the file to

File Attachment
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9a.

Locate and select the file to upload

and click %]

. - ~
2 Choose File to Upload - m “ g

—— -
A v| . » Libraries » Documents » Interpreter Invoices - 6,” Search Interpreter Invoices ,O‘
S e == e — = —— -
Organize v New folder 0 @
- -
¢ Favorites Documents library

I " Arrange by:  Folder ¥
B Desktop Interpreter Invoices

& Downloads Rame =

I@ Interpreter Invoice
L

Date modified Type Size

| Recent Places

08/22/201410:56 ...  Microsoft Word D... 13KB [I

m

4 Libraries
@ Documents
J\ Music
|&=/ Pictures
B videos |

1% Computer
& Local Disk (C:)
a My Passport (E) ~

IFiIe name: Interpreter Invoice v I All Files (*.7) &

o 1) G | |

9b.

Click the ! iphoad| button.

File Amachment

? Help

DChisis tumosinterpreter Invoices\nterpreter Invoice_docx] Browse...

cad ) Cancel

10.

The Self Service Attachment page
displays.

@ The attachment file name
appears on the Self Service Invoice
Attachment Page. Optionally,
descriptions may be added in the
Description  fjg|d.

NOTE: to add additional

Self Service Invoice Attachment

Business Unit MDJUD VoucherID

i First K 4 071 DY Last

Personaize | Find | View 41 | BV

File llame Description User Name: Date/Time Stamp
Interpreter Invoice.docx =

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large atrachments.

Add Attachment

oK Cancel

11.

attachments, repeat steps, 8-9b.

Click the = % putton.
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12 Interpreter Invoice
* | The page

displays.

The Attachments button
i Aftachments (1) |

will display
the number of attachments
included in the invoice. In this
scenario, there is one (1)
attachment.

Interpreter Invoice

Payee Information

Use 'INTERPRET' Vendor

*TIN/ SSN: 123456789  |Q

Name 1: ‘F’ECIF‘LES COURT INTERPRETING 8V& |

Name 2: |

Vendor ID: (0000001234
Short Vendor Name: | PEOPLESINT-001

Address Line 1: |1234ANY STREET ‘

Address Line 2: | ‘

Address Line 3: | ‘

County:l ‘
Citys [ANY CITY | State:uD | PostalCode:[214021234 | Country:[UsA|
Email ID: | |

Invoice Header Information

“Invoice ID: [C50815141015 *Invoice Date: |0815/2014 [ Buyer: Administrative Office of Court

*Court Location: [C52-COMM @ Anne Arundel Cnty District Gt Requester: danyelle reid
Invoice Payment Terms:  NET00
Comments: o

Total Amount: 0.00

Invoice Line Information @

col BB Frat B 2012 1 Last

Personalize | Find | Vi

Expense

Type Description *Quantity UOM  Unit Price Merchandise Amt
1|INT-COMPO1 | @ Court Certified Interpreter 1.0000 EA 55.00000 55.00 (=]

[ ] F =

1.0000 EA

2|INT-EXPO0 i Interpreter Expenses - Other C

| Save & Submit I Save for Later J
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13.

Save and Submit the Invoice for
Approval.

Save & Submit button.

If the Invoice is ready to be submitted, click the
NOTE: Invoice IDs should be unique, and should only be used/paid once. If you
enter a duplicate invoice, you will receive a warning when saving the invoice.

- s
& s

,i‘“*l '

{ Warning - Duplicate ivoice detected -- see voucher 00000039 for Business Unt MDJUD. Voucher can be saved and posted. (7030,141)

|
| Aduplicate mvorce has been detected, according to criena established for the current voucher's Business Unt, Voucher Ornigin, Control Group, or Vendor. Refer to the

I indicated voucher to inspect duphcate entry values. The current voucher can be saved and posted; duplicate identfication ts done for informational purposes only.

|
| 0K Cancel
|

Once an Invoice has been Saved and Submitted, the Invoice is routed into the
workflow based on the court location selected. The approver for District Court is
Cynthia Pecenak. The approvers for Program Services are Ksenia Boitsova and Lorena
Sevilla Somoza.

The Approvers will review each invoice and decide whether to Approve or Deny the
Invoice. You will receive an email notification once the invoice is approved or denied.
You may want to do a print screen of the invoice for your records. If approved, the
invoice is moved through processing in GEARS. Note: If the invoice is Denied, the
invoice creator can adjust the invoice and submit it again.

@ Invoice(s) can be saved at any time during the previous steps by clicking the

Savedoni-oles button. This allows you to save the Invoice, leave the

il

page, and return later using the =% = link on the main AOC Self-Service
Invoices — Invoice Actions navigation page. Please note, Save for Later will not move
the invoice forward for processing until you have Submitted the Invoice. Saved
Invoices will be Saved as a Draft Status in GEARS.

This completes the steps to Entering Interpreter Invoice(s).

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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